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MEMORANDIM FOR: Deputy Director (Support) 19 AU 1957
SUBECT t Review of Machine Records Divisien Reports

REFEEENCE t Hemorandum of 18 Nay 19867 from Deputy
Director (Support), same subject

1. 7This memorandum is for informetion only and ia reply to
your request of 18 NMay 1957. Particular reference is aads to
paragraphs 2 through 10 and the attsched Tabs A, B, C, sad D,

2. The subject review was based on an iaventory of Mschine
Becords Divislen recurring job assigmments as of 17 April 1967
brought to date through 30 June 19567, This disclosed that, oa an
snnual basis, Mashine Records work-load of veourring jobs totaled
9,263 tabulations end 38,424 coples or an average of 4.2 coplies per
tebulation. These numbers have been reduced to 8,314 tabulations
and 2}8.8&1 sopies, an average of 3.4 soples per tabulatioen., (See
Iab A

3. In addition, to fulfill its functions in the pay-rolling
opevatien, to provide duplicate punched cards om essentiml basfo
data to Vital Documents, and to furnish punched cerds to various
components of Support and to FI, MED was handling 521 punching oper-
ations (jobs) requiring 2,070,120 punched cards, an aversge of
3,973 cards per job, esoch year, By eliminating three of these jabs
and transferring mnother from s monthly to a3 quarterly basis, the
ennual totals have been reduced to 465 jobs and 1,886,320 cerds, en
average of 4,055 cerds per job. (See Tab B)

4. Reductions were effected through the cooperation of all of
the major users, Personmel, Finsnce, Logistics, snd MRD, Because
of recent relocation of the Payroll Brasch, Fisoal Division,
adjacent to Machine Records, it has been possible to reduce the
number of copies of all payroll tabulations by making the Payroll
Branch files evailable to MED for matters concerning machine
tabulation,

5. A detail listing of regular recurring reports as revised
on 3U June is appended as Tab C, This indicetes the prime user of
esch job and compares the total number of copies currently being
Tun with the number previously provided. Also sppended as Tab D 1is
a listing of jobs thet have been eliminuted,

rNEIDEMT AL,
Approved For Release 1999/09/2(?IA3RDPQ 7-4




Approved For Release 1999/09/20 : CIA-RDP78-04718A002400330007-4

6, As the result of this survey, two Teports were eliminated
through consolidation., However, the overall problem of consolidating
reports 1s one requiring contimuing review, Spece limitations on
both the punch cards and the tabulsting paper would probably require
drepping some Informmtion before & greater aumber of consolidetions
may be effecied,

7. Beduvotions in number of coples or cards indicated in Tabs
A and 8 will result in direct savings in paper sieck, cards, and
file spsce. However, as you know, deletion of coples of a tabulation,
except where this results in the elimination of an extrs rum, will
heve no effect on muchine use or operator time. Likewise, the
recurring card operations comprise furnishing coples of muterisl
necessary 1o the MRD {iles and invelva the use of daplicator punch,
Uecreases in thess operations may out down slightly on eperater
time but have no meterisl effect on machine use or continuing need
for the machines and operators.

8, 1In any mechine tabuleting system, work volume snd machine
use ean only be relieved through & major reduction in the mwmber of
Jobs, As shown is Teb A, this survey cut by 939 the nwsber of tebu-
lating jebs run on an annusl basis, Is addition, vecurring pumch
card operations (Tab B) were reduced by 56 jobs per yssr. Based on
HBD jeb snmlysis records, the tabulating and punch card jobs elimi-
nated or curtsiled by this survey will save approximately 2,900
machine-hours and 3,450 men<hours per year,

9. Other recent developments may tesd to offset a large portion
if not all of these savings. Inciuded as smnual savings in pars-
graph 8 are 166 mechine hours and 300 operstor hours resulting from
tabulating sewsi-annuslly instead of quarterly seven employee registers
furaishing data on experienco, education, srea knowledge, language
proticiencies, etc. However, MED will now supplement these semi-
annual tabuletions with special 1istings furnishing the names of
employees with specified cambinetions of qualifications "ss requested”.
To furpish this service, the punch caxrd files used in the operstion
will ultimately be incressed to approximetely 170,000 cards from the
60,000 cards hendled prior to 30 Juse 1967, Current requests for
thess special lists are of such frequency that they require one
full-time operator, Whes the file has been brought to its full
complement of 170,000 cards, MRD estimates it will necessitate two
full-time employees (4,160 man heurs) to handle these requests each

year,

10, During July 1987, orders for 23 new recurring jobs have been
added to the MRD work-load. By frequemcy of preparation, these are
distributed one bi-weekly, eleven monthly, two querterly, seven
senti-annually, one annually, end one as yet undetermined as to
frequency. Not considering the ovder still undetermimed ax to its
frequency, this represents an sddition of 18! jobs on aa annusl
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basis. The machine time and man-hours to run these jobs has not as
yet been fimmly establisked. A supplemental repert on these oper-
ations will be forwarded us soon ss this informmtion is availsble,

25X1A%9a

Acting Comptroller

Attschments
Tabs A, B, C, and D
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